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CHAPTER 11

AUDIT PROCEDURES

1101 AUDIT PROCEDURES

110101. General. Members are paid based ontheinformation resident inthe MCTFS.
To ensurethat paymentsare proper, all required pay-related information must be reported compl etely
andaccurately. Auditing detectsinaccurateandincompleteinformation, whether caused by erroneous
reporting or automated system deficiencies. Effective auditing before reporting will eliminate most
erroneous payments because any errorswould befound and corrected. These auditsare an essential
part of theinternal controls of the overall pay system.

110102. Responsibilities
A. Commanding Officer. The commanding officer isresponsiblefor the accuracy,
compl eteness, and acceptanceinto the MCTFSof all pay-related information reportable by diary. The
commanding officer must, therefore, ensurethat:
1 All information which can be reported by diary isaccurate,

2. All information which should be reported isin fact reported, and

3. All information which is reported is accepted (processed) by the
MCTFS.

B. Finance Officer. The finance officer isresponsiblefor the accuracy, complete-
ness, and acceptance into the MCTFS of al finance-reportableinformation; for detecting system
deficiencies; andfor correcting recordsaffected by system deficienciesand limitations. Thefinance
officer must therefore ensure that:

1 All information reported isaccurate,

2. All information which isto bereported isin fact reported,

3. All information which is reported is accepted (processed) by the
MCTFS,

4, System deficienciesaffecting records mai ntai ned by the finance
officer are detected, and

5. MM PAsaffected by system deficienciesand limitationsare corrected.
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1101083. Internal Controls

A. Internal controlscomprisethe plan of organization and those methodsand pro-
cedures adopted by management to ensure that the "job gets done” properly, consistent with laws,
regulations, and policies; without waste, |0ss, or misuse of resources; and with reasonabl e assurance
that reliableinformationisobtained, maintained, and reported. Internal controlsmust beidentified and
documented (written down) in order for all personnel to know what should be done and to provide
supervisorswith an effectivetool toreview their operation. Standard operating procedures(SOP) are
oneform of documented internal controls.

B. Commanding and financeofficersmust establish writteninternal control proce-
dures, which describe the methods used to ensure accurate and complete reporting of pay-related
information. These written procedures should be tailored to fit the needs of each administrative or
finance office, and can taketheform of any, all, or acombination of thefollowing: SOPs, individua
desk top procedures, unit/organization directive(s), “tickler files," etc. Regardlessof theform of the
written internal controls, they must, at aminimum, include: audit procedures, billet responsibilities,
document flow withintheoffice, and rel ationshi pswith other organi zations, for example, DFAS-KC,
JRC, or housing office. Oncedocumented, theinternal controlsmust becomplied with and should be
updated as needed.

110104. Audit Reguirements of The Commanding Officer

A. Beforeadiary iscertified, each entry must be compared with the source docu-
ment substantiating that entry.

B. Audit thefollowing to detect errorsin diary-reportable items:

1 Join LES Audit. Audit all LESsin the service record upon receipt of
the first LES after amember isjoined to the command for duty, for TAD in excess of 30 days, or
returnsfrom TAD in excess of 30 days.

2. Join Processor Triennial LES Audit. Thefollowing elementswill be
verified for accuracy.

a Regular Leave. Thisshowstheregular leave balance at theend
of the period covered by theannual LES. Thisfigure, when added to the SLB, equalsthetotal leave
balance shown in block 27.

b. Total Lump-Sum Leave Paid. Thisshowsthetotal number of
daysof LSL paid since 10 February 1976.
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C. RRB. This shows the effective date of the last payment, total
RRB paid and recouped, total authorized, length of the period of servicefor which the bonuswas paid,
and enlistment for which paid.

d. ENLBON. This shows the type of bonus, amount paid, date
paid, and MOS for which the bonuswas paid.

e SRB. This shows the zone, multiple, total entitlement, total
paid, installment plan, anniversary date, and whether or not the member was serving in acombat tax
exclusion zone at the time the bonus was paid.

f. Saved Leave Data. Thisshowsthe SLB on 31 August 1976,
the number of daysof saved leave used sincethat date, and the current SLB.

g. Combat leave Balance (CLB). This shows the combat |eave
balance as shown in block 27.

h. Lump Sum Leave (LSL). ThisshowstheLSL paid asshownin
Block 26.

3. CorrectiveAction
*a  Regular LeaveBalance (RLB). The number of days of leave
taken since the last annual LES must be verified by the commanding officer with the NAVMC 3's.
Leave Authorization (officer and enlisted) in the unit's correspondence files under SSIC 1050.
Commanding officerscan correct an erroneous RLB by using unit diary statements, as explained in the
narrativeand DLT covering leave reporting contained in M CO P1080.40. When the RLB cannot be
corrected by unit diary statements, thecommanding officer will request that thefinanceofficer credit,
check, or change the leavedatesusing TTC 556/000 or 557/000. Thefinanceofficer istoreview the
member's 916 remark (subsistencecredit), 924 remark (subsistencedebit), 926 remark (misc credit),
and 927 remark (misc debit) to determineif theleave period being adjustedisin the member's MMPA.
When the period being adjusted is in the member's MMPA, the MCTFS will automatically
credit/check the member's monthly BAS. When the period being adjusted is not in the member's
MMPA, thefinance officer must report acredit/checkage for monthly BAS.

TTC/ SEQ 556/ 000

CRED| LV PRD- (1) TO (1) | (2
(1) Eight-digit |eave period dates
(2) Eight-digit date of credit
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TTC/ SEQ 557/ 000
CHEK|LV PRD- (1) TO (1) | (2)

(1) Eight-digit |eave period dates
(2) Eight-digit date of checkage

b. Saved Leave Baance (SLB). Commanding officers can
correct anerroneousSL B using diary statements, asexplainedinthenarrativeand DL T coveringleave
reporting contained in MCO P1080.40. When the SLB cannot be corrected by conventional diary
statements, thecommanding officer will request thefinanceofficer to correct the SL B (refer to Chapter
1).

4. Automated Reports Audit. Refer to MCO P1080.40.

*110105. Audit Reguirements Of The Disbursing/Finance Officer

*A.  The DO/FO will conduct an audit of amember’ sMaster Military Pay Account
(MMPA) within 10 working daysupon receipt of any of thefollowing:

1. A Settled permanent change of station (PCS) travel voucher.
2. Statement in lieu of settled PCStravel voucher.
3. Theinconsistent condition report (ICR) D04.

4. A settled temporary additional duty (TAD) excessvoucher.

* Note: If the DO/FO made adjustmentsto the MM PA based oninformation obtained from astatement
inlieu of settled PCStravel voucher, ICR DO4 condition, or a settled temporary additional duty
(TAD) excessvoucher they must after receipt of theactual PCStravel voucher verify that the
previousinformation that wasreported isin-fact correct.

B. A Join Audit will be considered complete when an elapsed time entry and all other
necessary adjustmentshave posted totheM M PA without producingaM ECFreport. All miscellane-
ouspay adjustmentsreported into the M CTFSduring thisaudit will have detailed history statements
added to the entry. Thiswill provideassistanceto theadministrative unitsconducting their join audit.

C. Eachentry onthediary must be compared with the source document substantiating
that entry beforethediary iscertified. Audit thefollowing detectableerrorsinfinance-reportableitems:
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1. After amember’s elapsed entry has been reported and processed, the fi-
nance officer will audit each |leg of elapsed timefor those memberswho have multiplelegsof travel.
Thisincludesmembersattached to the command on TAD in excess of 30 days and when they return to
their parent command. Theauditisintended to ensurethat pay entitlementsaffected by the change of
stationor TAD are properly credited. Thismay be accomplished using thevariousVISremarks, the
VIS remarks summary screen, transaction researcher file, MECF, ADF, etc.

2. Ensurethat amember’ sMMPA isaccurate from the date of detachment to
the day prior to amember’ scurrent join date.

3. Issueadiscrepancy notice (DN) to the commanding officer or personnel of-
ficer for any potential error inthe MMPA that cannot be verified or corrected by the finance officer.
Thefinance officer will track the DN’ sissued until the DN iscorrected or answered.

D. Automated Reports. For the MCTFS automated reports generated, see Chapter 9.

1 Audit the MM PA when preparingtheNAVMC 11021
Discharge Account Summary for those members being separated. This audit should be athorough
review of the VIS remarks summary screento discover any error that might exist inthe MMPA. If an
apparent discrepancy is discovered for which the commanding officer is responsble, contact the
commanding officer assoon aspossibletoverify theaccuracy of theMM PA andto prevent apossible
erroneous payment upon separation.

2. Thefinance officer will verify amember's pay group with the command-
ing officer to ensurethat the component codeiscorrect. If thecomponent codeiscorrect and the pay
group isincorrect, use TTC 527 to change the pay group.

TTC SEQ 527/ *
STRT| PG (*) | (1)
(1) Eight-digit effective date

*See your current TTC listing for the appropriate sequence
nunber. Sequence nunber generates the appropriate pay group.
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